
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC-059-75-003 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 3/10/2021 

ACTIVE ITEMS 

These items, unless subsequently superseded, may be used by the agency to 

disposition records. It is the responsibility of the user to verify the items are still 

active. 

All items remain active. 

Item 4a remains active for records dated 2016 and earlier only. 

SUPERSEDED AND OBSOLETE ITEMS 

The remaining items on this schedule may no longer be used to disposition records. 

They are superseded, obsolete, filing instructions, non-records, or were lined off and 

not approved at the time of scheduling. References to more recent schedules are 

provided below as a courtesy. Some items listed here may have been previously 

annotated on the schedule itself. 

Item 4a 

Superseded by DAA-GRS-2015-0006-000+Cl8+Cl9 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 



REQUEST-R AUTHORITY LEAVE BLANK 

TO DISPOSE OF RECORDS 
(Sn lnitructiom on Renrie) 

TO: GENERAL SERVICES ADMINISTRATION, NC - 9 ,75 3 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 NOTIFICATION TO AGENCY 

1 . FROM {AGENCY OR ESTABLISHMENT) 
In occordance with the prov1S1ons of 44 U.S C 3303a the dis
posal request, including amendments, ,s approved except for 
,terns that may be stomped "disposal not approved" or · with

De artment of State 
2. MAJOR SUBDIVISION drawn' ,n column 10. 

Bureau of International Organization Affairs 
3. MINOR SUBDIVISION 

Office of Executive Director 
4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL. EXT. 

Lawrence T. S ringer 632-8806 
6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

9.8. DESCRIPTION OF ITEM 7. 1 0. SAMPLE OR ( W11h lndus1ve Dates or Retention Periods)ITE M NO. ACTION TAKENJOB NO. 

Duplicate Personnel Records 

Copies of application forms, personal histroy statements 
and other documents duplicated in Official Personnel 
Folders, including memoranda and.communications relating 
to personnel of the IO bureau or other administrative 
unit maintaining the records-or to the eight missions 
administered by the bureau. Official·record copies of 
all papers affecting an employee's status or pay are 
maintained by the Department's Office of Personnel and 
Office of Finance. 

DESTROY 1 YEAR AFTER EMPIDYEE DEPARTS FROM BUREAU OR 
MISSION. 

Staffing and Complement Records 

Reports, memoranda, communications, lists and-worksheets 
regarding the staffing of offices or missions, requested
changes in adjustments in staffing and other related 
matters. 

DESTROY 2 YEARS AFTER CIDSE OF FISCAL YEAR IN WHICH 
PREPARED. 

Administrative Subject File 

____...._____,,-=.=-====.Jl'.=.==ious betw u its missions (pg. 2.,_______j___,C,___.J__�

(M/ STANDARD FORM 115(l,(\oJ � �\,' N Rev1Sed November 1970 
/ Prescribed hy General Services 

Administration 
FPMR (41 CFR) 101-11.4 
115-105 



BtdT\.dnro"ll'>rm No. ll!SB 
Pr'omulgated�l-49 bJI 
General Scrvicr.s Administration 
The National Archives 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRIPTION OF ITEM 10.
SAMPLE OR 

ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKEN JOB NO. 

regarding administrative procedures, eupplies, equip
ment, fiscal operations, personnel, quarters, buildinge,
records and other administrative matters. Mostly in
formation copies of communications, action copies
being in files elsewhere in the bureau. 

DESTROY 5 YEARS AFTER DATE OF M>ST RECENT DOCUMENT 
IN FOLDER. 

IO Bureau and US Mission Budget Estimates4. 

Budget estimates and justifications, with related 
communications concerning their preparation sub
miseion and transmittal. 

a. Original estimates and justifications. :0,;;N-1-

/'elf�/J,,vt/V'ft {YJ,1}Jfu tv flfL �Cte?, 9 )"t>rlr.5, 
: _} :.,.,_.✓�1-yll)IS�'f 8 ff:liBS AFT&R 6U>61 OF PlS8M. ¥Bil e8Y!!ED. 

Of fc: ,· t; o /V'/flf..J, w/ie.r1 '?'t.." )'"e.rr;, Ole/, 
b. Copies and related communications. 

DESTR:>Y 3 YEARS AFTER CWSE OF FISCAL YEAR COVERED. 

Budget Working Papers I 

Rough workeheets, IBM listings, adding machine tapes ape
I 
d 

miscellaneous reference materials and related memoran-1 
da accumulated in connection with the preparation of 
budget estimates and justifications. Included are 
extra copiee of papers described under Item 2 above. 

DESTROY 3 YEARS AFTER CWSE OF FISCAL YEAR COVERED. 

J 6. Chronological Correspondence Files, maintained by
bureau and lower level executive and administrative 
operating units pertaining to their internal operationp
and administration. 

j 

DESTROY WHEN 3 YEARS OLD. 

·-·- -------

------ -· ----

Fous copiea, lnchacling original, lo bo aubmlHed lo the National Jlrchlvea l&-69428-1 GPO 



ftl(#!/f,.,vE:#1: -,;,1.,,sfe.r to FlfC. � �tc � /0 ;,'i:.tYJ /Y_,� _,.,,., 1 

b. 

a. 

St&m<lard.J"orm No. 115a 
Promulgated 0-1--49 b:, ;1,t,.- 'iJ-75-3 
General Services Administration Job No. _____ Page 3 
The National Archives of -#- pages 

REOUFST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.
7. 8. DESCRIPTION OF ITEM 10.

SAMPLE OR 
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO. ACTION TAKEN 

General Services Records 

Includes requisitions for supplies (DS-1659), reimburse 
ment for expenditures (SF-1164), visual services 

project requests (SF-1141), requests for printing (DS-5.,
report of excess personal property (SF-12 O), job re
quests, bureau biennial records reports, and other re
lated documentation of services and supplies. 

DESTROY 2 YEARS AFTER FISCAL YEAR IN WHICH ACnON 
IS OOMPIETED. 

8. Budget Policy and Procedure File for International 
Organizations 

Contains original drafts of budget submissions to be 
presented before 0MB and the Congress. Estimates and 
justifications for the formulation of a budget of US 
contributions to the UN and various other international 
organizations. 

�"wa. Original estimates and justifications 

BBO'!E"l 19 "li3:d9 kF'fBR 81:DSB OF Fl66Ab Y!Ait�WMB. ' 
<!:Jrre-,(t:.., ,/V.P,_.f5 Wh�'1 ?JO ,Ye.1.,..._,; c/c(, 
Copies maintained by bureau or subordinate units 

DESTROY 3 YEARS AFTER CIDSE OF FISCAL YEAR COVERED. 

V 9 .. Budget Execution and Payment Files for International 
Organisations 

Incoming telegra111S, airgrama, memoranda and other 
correspondence requesting the allotment of funds 
to the UN and various other international organiz
ations. 

DESTBOY 5 YEARS AFTER CIDSE OF FISCAL YEAR OOVERED. 

b. Authorization records of US allotments paid to the 
UN 

Copies of vouchers, bills, letters of credit and 
other posting and control media authorizing the 
payment of US allotment funds to the UN and various 
other international organizations. 

l'oar copie■, lnclnding original, lo bo llllbmilled lo Iba National Archi•oa 1Cl-&Q428-l GPO 

https://V.P,_.f5


4 
BUIQdf&:rd .IIQl"m No. 11511, 
Promulgated �1-49 by 
General Services Administration 
The National Archives 

Ptlf!Y!l!Alt:.IVT. 1"f3'1) fe.,- i:v f' Ill O 

.. ,/Ve
0 

L-.. 'Jf-1'7-:) 
>b No._____ Page 

of ---4- pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRIPTION OF ITEM 10.
SAMPLE OR ITEM NO. (WITH INCLUSIVE OATES OR RETENTION PERIODS) ACTION TAKENJOB NO. 

DESTBOY 4 YEARS AFTER CIDSE OF P'ISCAL YEAR IN WHICH 
PAID, OR 5 YEARS AFTER THE WT DISBURSEMENT MADE 
FROM FUNDS APPROPRIATED IN THAT FISCAL YEAR, WHICH.:.

EVBR OOMES LATER. 

V 10, Annual Report to Congress on Contributions 

Reports, statistics, memoranda and other related 
papers and correspondence concerning US payments
to the UN, UN Special Programs, Specialized Agencies , �� 
Inter-American Organizations and proposed AID programs / {,<}-p/-,,r 

RETAIN PERMANENTLY. RETIRE AFTER 5 YEARS TO RECORDS 
SERVICE CENTER. Offe,- to ,1yJ-Cio:,J) l}-;'c../J,ve5 :J}tt, � !Ye.,,,,� 

Arrearage and Financial History Records 

Telegrams , airgrams, reports and other correspondence 
on non-paying countries, payment of arrears , purchases 
and pledges of UN bonds and Congressional inquiries
and reports to Congress on these matters. 

fte ..- JO ,Yerrr,}, 
BESTRO¥ 10 • .ffl:AttS 1WTER 0IDSE OP FISCAL '"lBAR 00'/ERBB. 
o f f e " -t <J 4-1-li'5 .;G</ /-, (' 11 >o/e c1 r_$ t1lc/. 

Foar copiH, iuchading original, to bo aabmitled to the National Jlrchivea 




